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CONFIDENTIAL
NOTICE
25X1A uc. [N _ 25X1A
PERSONNEL
ASSIGHMENTS

PROCEDURES FOR CORTROLLING ABD REPCRTING AQERCY SToFP EMPLOYER
ILLEGIB I ! CASUALS AND OUT-CASUALS

1. QENERAL

The purpose of this Notice is to establish Agency procedures for reporting
Staff Employeec Sl~-SbeRihgont In-Casuals and Out-Cagusls and for controlling
the length of time that they may remain in either status. Basic to this
Notice 13 the assumption that the categories "In-Cosuel” and "Out-Casuml®
are adopted to designate an employement status that is temporary in nature
and which will normally not exceed 30 dsys in the case of In-Casuals or

60 days in the case of Cut-Casuals. Their use for any other purpose than
1o serve as a holding mechanism pending reassignment on return from over-
808 or to cover situations where the Staf? Employee cr—Steff—tgent is
temporarily detained Pfrom movement to his Field Statien ias contrary to
the best interests of the Agency. The Assistant Director for Perscnnel
will initiate vhatever action is necessary to insure compliance with the
provisiong of this Notice.

2. FPFROCEDURES
a. IR-CASUAIS

For the purpose of this Fotleeg an In-Casual is defined as & Staff

Employee on-Stedf-dkgewt who is returning to the United States ou

crders permanently changing his official duty station from the Field
~ +0 Headquarters,

(1) Eight months prior to the effective date of the Infividual's trens.
fer from the ¥Field to Headquerters, notification of the estimated
date of arrival of the Staff Boployee or Siaff-Agent in the United
States will be given the responsible Headquarters Operating Com-
ponent, the Carser Service Board concerned,and the Office of
Personmel through execution, by the individual being so transferred,
of the Field Reassignment Questiormeire, Porm 202, vhich will he
forwarded to Headquarters through established channels.

(2) Upon srrival of g overseas returnee st Headquarters naéiﬁ"/‘ 1"
registwption vith Central Processing Branch, Processing & Records

Division, Office of Personnel, IX¥ shell be the reasponsibility of
the Assistant Director for Personnel 1o notify the Comptroller
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on Form 37-200 {TEST), "In snd Out-Casual Status Record,” that the
returnee has, in fect, arrived at Hesdquarters on a cited effective
date and that he has been recorded as sn In-Casual pending reassign-
ment sction either to & Deperimental position or another position
in the Fleld.

{3) At the end of each month the Assistant Director for Personnel will
prepare & roster of all In-Casuals who have not been resssigned to
an egtablished position, sither Departmentally or in the Field, hy
the close of buminess of the last normal working day of ihat month.
He will transmit this roater to the Career Service Boards concerned
and to the appropriate Major (perating Components for their appro-
priate sction to effect such reassignment,

{4} If, in the opinion of the Assistant Director for Personnel, sub-
seguent action by the Career Service Board concerned and the eppro-
priste Major Operating Component is inconsistent in sn individual
case with the provisions of Regulstion Ro. or if such sction
is in conflict with other esteblished Agency personnel mensgement
policies, the Assistent Divector for Personnel, after obtaining the
recoomendations of the Career Service Board concerned, will initiate

7o effect the aebbondso ma.asigﬁf\%e‘ ndividual in question to an appropriste

b.

position.
T RTTA T, !
WT-CASIRIS o fhcially

For the ge of this Notice, an Qut-Casual iz defined as o Stafl
Exployee t assigned or_to he asssigned to an established
position ri’ham Table of Organizetion, but who mey sctuslly be under-

going requi training wior to departure for oversess, receiving neces-
sary pre-departure, on-the-job desk training, be awasiting integration, or
18 otherwisge legitimately detained from movemesot to his Field Station.

{1} wWhen any Btaff Zmployee -ow=Rbefi-Agemt meets the criteria set forth
in the delinition the term "Cut-fesusl,” the Assistant Director

for Personnel will iedfdss Form 8F-52, "Request for Personnel Actiom,”

-sssigning him to an appropriste position on e Field Table of Organi-
zation and simultenecusly prepare e Form 37-200 (TEST), designating
him as an Qui-Casual on a cited effective date. He sholl transmit
this form to the Comptroller ss official notification that the
infiividusl has been placed in an Out-Casual status pending movement
to the Pleld.

.-
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(2)

(3}

At the end of each month, the Assistant Director for Personnel will
prepare s roster of all Oui-Casuals who have not been moved to an
oversgeas Fleld Station by the close of business of the last normal
working day of that month. He will transmit this roster to the
Major Operating Couponents sffected for their sction to expedite
such movement.,

If, in the cpinion of the Assistent Director for Pergonnel, sub-
sequent actlon by the affected Mejor Operating Component; in en
individual cege, does not effect the departure of the Out-Cagual
concerned, or falls to justify vetention of the indivifusl in a
continued Out-Casuml status, the Asgistant Director for Fersomnel,
after obiaining the recomendations of the Career Service Board
concerned, will initiate actiom to reassign the individusl in ques-
tion 4o an appropriste pesition.

uoﬂthl!y Fersanml Bm’biatica.l ﬂapm‘ta reflﬂ:ting Wmm

the “atatus 64.In or Out-Casuals, will be prapared by the Aisistant

Birector for Personnel for dletribution to Agency officials having a
need for this informetion.

THE DIRECTCR OF CENTRAL IRTELLIGENCE:

DISTRIBUTION: A

/)
/j ’ /
L. K. WHITE
Deputy Director
{Adminietration)
4B
58
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PERSCNNEL
ASSIGNMENTS
PROCEDURES FOR CONTROLLING AND REPORTING AGENCY STAFF EMPLOYEE
IN-CASUALS AND OUT-CASUALS
1. GENERAL
The purpose of this Notice is to establish Agency procedures for reporting
Staff Employee In-Casuals and Out-Casusls and for controlling the length
of time that they may remain in either etatus. Basic to this Notice is
the agsumption that the categories "In-Casual" and "Out-Casual" are adopted
to designate an employment status that is temporary in nature and which
will normelly not exceed 30 days in the case of In-Casuals or 60 days in
the case of Out-Casuals. Their use for any other purpose than to serve
ag @ holding mechanism pending reassignment on return from overseas or to
cover gituations where the employee is temporarily detained from movement
to his Fileld Station is contrary to the best interests of the Agency. The
Assistant Director for Persornel will initiate whatever action is necessary
to insure compliance with the provisions of this Notice.
2. FPROCEDURES
&. JIN-CASUALS
For the purpose of this Notice, an In-Casual is defined as a Staff
¥mployee who is returning to the United States on orders permanently
changing his officisl duty station from the Field to Headquarters.
{1) Eight months prior to the effective date of the employee's transfer
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25X1A NO. _ '
from the £ield to Hesdquarters, notification of the estimated date
of arrivel of the employee in the United States will be given the
responsible Headquarters Component, the Career Service Board
concernad and the Office of Personnel through execution by the
employee being so transferred of the Field Reassigament Question-
naire, Form 202, vhich will be forwarded to Headquarters through
established channels.

(2) Upon arrival of the overseas returnee at Headquarters and his
registration with Central Processing Branch, Processing & Records
Division, Office of Personnel, it shall be the responsibility of
the Agsistant Director for Personnel to notify the Comptroller
on Form 37-200 {TEST), "In and Out-Casual Status Record," that
the returnee has, in fact, srrived at Headquarters on a cited
effective date and that he has been recorded ss an In-Casual
pending reesgigoment sction either to a Departmental position
or another position in the Field.

' {(3) At the end of each month the Assistent Director for Personnel
will prepare a roster of all In-Casuels who have not been ress-
signed to an established position, either Departmentally or in
the Field, by the close of businesgs of the last normal wurking
day of that month. He will transmit this roster to the Career
Service Boards concerned and to the appropriate Major Operating.

Components for their appropriate action to effect such reassignment.

-O.
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{4) If, in the opirion of the Assistant Dircctor for Persovnel, sub-

PERSONNEL

seouent action by the Cereer Hervice Boerd concerned and the
aporopriate Major Opereiing Component, on en individuael case, is
incongistent with the provisions of Reguistion lio.- or if
sych setion is in conflict with other egteblished Agency personnel
wanggenent policles, the Assigtent Director for Persopnel, after
mhhaining the recowmendations of the Carser Service Board concerned,
will initiete aciion to reassigp the In-Cesual employee 0 an
agpropriste positicn.
. QUT-CASUALS

For the purpose of this Notice, an Out-Cesual is defined as a Stafl

Employee assigned to an established position on a Field Teble of Organi-

zation, but who ney actuslly be undergoing required training prior to

departure for overseas, receiving necessary pre-departure on-the-Jjob

degk training, be swaiting iotegration, or 1is otherwise legitimately

Aetained Trom rovement to his Field Station.

(1) When any Steff Bmployee meets the criteris set forth in the defini-

#1om of the tera "Out-Casusl,” the Assistant Director for Persomnel

¥

4111 lesue 8 Form SP-52, "Request for Personnel Aetion," assiguing
him to the eppropriate position on a Field Table of Orgenization and
aipultenecusly prepare & Form 37-200 {TEST), desigoating him as an
fpt-Cagual on & clted effective date. He ehall transmit thig form
o the Comptroller as official notification that the emplioyee hss

ween pisced in an Qut-Cesual stetus pendiing movement to the Fleld.

-J
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{2) At the end of each month, the Assistant Director for Personnel will

(3)

.
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prepare a roster of 211 Out-Casuals who have not been moved to an
overseas Field Station by the close of business of the last normal
working day of that month. He will transmit this roster to the
Mejor Operating Componentsa affected for their action to expedite
such movement.

If, in the opinion of the Assistant Director for Personnel, sub-
sequent action by the affected Major Operating Component, in an
individual case, does not effect the departure of the Cut -Casual
soncerned, or fails to Justify retention of the employee in a
continued Cut-Casusl status, the sssistant Director for Personnel,
after cbtaining the recommendaticns of the Career Service Board
concerned, will initiate action to resssign the employee in question

to an appropriate position.

SPECIAL REP(RTS

Monthly Personnel Stetistical Reports reflecting the seaignment of
persopoel to Talptes of Orgenization, their pay status and their status
gs In or Out-Casusls, will be prepared by the Assistent Director for
Personnel for distribution to Agency officigls having a need for this

information.

FOR THE DIRECTCR OF CENTRAL INTELLIGENCE:

1, K. WHITE
Deputy Director
{Administration)

DISTRIBUTICON: A

4B
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A PROCEDURES FOR CONTROLLING
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PORTING AGENCY STAFF EMPLOYEE IN-CASUALS

AND OUT-CASUALS /[{ {I;f

} g’f-r. ;.v"
- A, IN-CASUALS (Returnees to U. S. on Ss) _

%

1. Eight months prior to returning to the U. S. on a permanent 25X1A
% change of station, the returnee by completing the Field
o Reassignment Questionnaire, notifies the operating Head-
uu’r | }}“g quarters Component, the Career Service Board and the Office
I\w\;%} of Personnel of the estimatetl date of arrival in the U. S.
\/ (Regulation || . / Sy 0?) O/ lun %42&'&(’ > 25X1A

2. Upon arrival of the returnee to the Headquarters, the Office
of Persomnel notifies the Comptroller on Form 37-200 (Test)
that the returnee has actually arrived at ﬂeadquarters and
that he has now been recorded ag an '{In-casual" pending re-

p( assigmment action to either a new Departmental position or

enother Fleld position. (Effective 16 June 1954).

{) 3. At the end of each month the Office of Personnel prepares
« & list of all In-Casuels who, as of the end of the month,
h;\% not yet ‘been reassigned to a new position, and trans-

mits it to the a%pfomiaﬁe major operating component for

L. = {
their action (This has been in effect since July 1954).

4. Effective 31 October 1954, the Assilstant Director for
Personnel, in addition to reporting the names of the casuals
to the Major Components [;rill request the operating component
to reply in writing as to the reasons for not haying reassigned

I ‘
those In-Casuals who have been in that status 66 days or longer.]

pr% Jzzﬁ/el&/as%gdwgg M{Mwmmzooosoon 9
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If the reasons sare inconsistent with the provisions of Regulation
25X1A - or if in the opinion of the Assistant Director fer Personnel,

the reasons are in conflict with personnel management policies, the

Asgistant Director for Personnel will initiate action to assign the

employee to an appropriate position.

B. OUT-CASUALS

1. When any employee 1s assigned to a position on a field station
T/0 but is actually in a formel training status, performing on-
the-job desk training, or is otherwise detained temporarily
from movement to his field station, the Assistent Director for
Pergonnel issues an SF-52 personnel action assigning him to the
field station T/0 and simulteneously prepares Form 37-200 (Test)
which designates him as an Out~Casual and serves to notify the
Comptroller that the individual has been placed in an Out-
Casual status pending his movement to the field. V(Effective

2. At the end of each month the Assistent Director for Personnel
cumpiles‘a roster of all OQut-Casuals-sand trensmits the 1ist to
the appropriate Major Components for thelr action. (This pro-

cedure has been in effect since July 1954).

3. Effective 31 October 54, the Assistant Director for Personnel,
in addition to reporting the Out-Casuals to the Mejor Gomponents,
will indicate on the roster those persons who have been in an

out-casual status for 60 days or morelgnd request that the Com-

nent reply in writing as to the r g duals
Approved For Release 2001/08131°; CIA-RDP75-04 7 T8AYBT 208660854
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have not yet departed for their field assigmments. ij in the
opinion of the Assistant Director for Personnel, the reasons
for delay in departure do not Justify continued Out-Casual
status, the Assistent Director for Personnel will take steps
to initlate action to assign the employee to an appropriate

position.

C. Monthly Personnel Statistical Reports reflecting the T/0
essigmment, the In-and Out-Casuel Status, and the psy status
of personnel will continue to be forwarded to DDCI, the IG,
DDA, C/MS and Chief Budget Officer as of the end of each

month.,
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